
OFFICE OF THE SECRETARY OF STATE APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: schedul 

Department of Education . 
Office of Administrative Services 
Twin Towers East, 16th Floor 

I. Anion Rquested 
a. 
b. 0 Dimre of present aczurnuhtion: no fwther accumulation anticipated. 

Establish Retention Scheduk:reawd will mtinue to.ecumulate. (Files removed from 77-384-A) 

What IS the function of Lhe Division 8nd tk Office in which this record series i s  
I T~ ~~t~ ADMINISTRATIVE SEXVICES -1. SCHOOL SYSTEM ASSISTANCE FILES 

i. Diririon wd Office Funuion 

The Office of Administrative Services is responsible for providing supportive 
to both the State Department of Education and local school systems through Fiscal Services, 
Facilities and Transportation, Regional Education Services, Public Information and Pub- 
lications, Public Library Services and Local Systems Support, including School Food and 
Nutrition, USDA Food Distribution, Statistical Services and Textbooks. 

1. R w d  Series Description This f ik contains the follorrinp documents (id& form numlrarr r?d tides, i fmy):  
AnKh sampler of the fik. 

educational services and resources. 
Doarrnentsrelatingto: assisting local school systems by providing them with various state 

'ndudedue:correspondence and any other documents related to the coordination of activities 
between the local school systems and the Office of Administrative Services. 

Fik iswr.nped alphabetically by local school system. 

1. Monthly Refuena Rm 
c)ne to six mMms old 

How aften n records referred to *mi& ue: 
: Sventohrr fvcmthsdd  ; Thirteen to twenty-fow months old 

:Mnty-five months and older ? 
1. Annual Rate d Armmulation d Remrcb ' I 



Eslwo 110. amtmluu . in ( P k  n " X  in the proper a4umn) 

X 
1. Is this the Mil copy of the rr*r? 

b Docs the rrk contain confidnti.1 infornution mquirii rmrity handling? H ya. + taw or npulation. 
nlmt.rrhac is k? 

_ _  

1. R.te* R.guinFms ~ + ,  ~~ The fol.bwing _ -  ~. requires the series to be kept: 

a. State Law -5. d. Audit p i o d  years. 
b. Statute of limitation yca5. c. Mministytive need - years. 
c. Federal Lm War .  f. Federal retention instructions years. 

Attach mpy or CxcS~Tof lam or rqjuhtiei. ' Explain dminislr%in ndcd. 
' ~ ~.~~ -- .. . . 
. .  , p - .  I ~~~ .~~ . . ~~ .~ ~ ~ . . . i  ~. 

2. Approved D w W m  Inst~~&ons I b i s  .gem# recommends that the file series be Gut off at the .nd of uch: 
XX Cnlendar Yur; Cl Fircrl,Year; 0 Omsr then. 

WHold inihc arreqt files area,. 
0 Transfer to local holding area; hold 

monthis) 5 vauisJ; then 
vauid; then 

~ 


